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     1 The content in this manual was written and assembled to assist IWU-Marion faculty/staff leaders develop and lead 

effective international Education Abroad program experiences, and support students in the off-campus learning 

environment. This manual was created in adherence with IWU Off-Campus Travel Policy: 

(https://myiwu.indwes.edu/directory/businessaffairs/riskmanagement).  

IWU strives to adhere to the Standards of Good Practice for Short-Term Education Abroad Programs as established 

by The Forum on Education Abroad, recognized by the U.S. Department of Justice and the Federal Trade Commission 

as the Standards Development Organization (SDO) for the field of education abroad (www.forumea.org). All Education 

Abroad program personnel (i.e., faculty/staff leaders, students, and support staff) are expected to comply with the 

policies and procedures outlined in this manual.  

 

This manual was last updated in October 2017  

https://myiwu.indwes.edu/directory/businessaffairs/riskmanagement
http://www.forumea.org/
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Global Engagement Office Overview  
 

Indiana Wesleyan University is a Christ-centered academic community committed to changing 
the world by developing students in character, scholarship, and leadership. The primary value for 
IWU is Christlikeness, and the challenge to follow Christ compels us to pursue a personal and 
professional lifestyle of commitment, leadership, service, stewardship, innovation, and diversity.  

We seek to be a truly great Christian university serving the world.  

As an educational institution, Indiana Wesleyan University has been rooted locally in Marion, 
IN for nearly a century, but our scope also extends nationally and globally as we seek to fulfill our 
mission and vision to be a truly great Christian university serving the world. 

Established on the IWU-Marion campus in 2012, the Global Engagement Office (GEO) is an 
academic support office that seeks to fulfill IWU’s mission and global vision by:  

(1) Facilitating Education Abroad Opportunities for Students, Faculty, and Staff;  
(2) Facilitating Education and Exchange Program for International Students and Scholars; and  
(3) Facilitating Strategic Global Initiatives that Enlarge our Scope as an Academic Institution. 

 
Education Abroad Programs2   

Education Abroad programs are approved according to academic policies and structures, and 
they are reviewed regularly to ensure that learning outcomes are being met appropriately. 
Education Abroad programs are also approved by the Office of Risk Management and 
Compliance to ensure international travel, health, and safety precautions are being followed.  

IWU adheres to the standards of good practice for education abroad as defined by the Forum on 
Education Abroad (www.forumea.org). 

Education Abroad Programs include: 

 Travel Classes – courses taught by IWU faculty that take place in international locations 
 

 Intercultural Fieldtrips – off-campus credit-bearing experiences led by IWU faculty 
 

 International Internships, Student Teaching, Practicum Experiences – independent 
experiences that fulfill program requirements in international locations 
 
 

                                            
     2 Education Abroad is defined by The Forum on Education Abroad as: “Education that occurs outside the 
participant’s home country. Besides study abroad, examples include such international experiences as work, 
volunteering, non-credit internships, and directed travel, as long as these programs are driven to a significant degree 
by learning goals.” (www.forumea.org). These types of learning experiences are referred to by George Kuh as “high-
impact educational practices (Cf. George Kuh, High-Impact Educational Practices: What They Are, Who Has Access 
to Them, and Why They Matter: www.aacu.org.) Two of Kuh’s ten practices are “Diversity/Global Learning” and “Service 

Learning.” 

http://www.forumea.org/
http://www.aacu.org/
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 Global Service Learning Teams3 – opportunities to serve and learn with a team led by 
IWU faculty/staff in an international location (not credit-bearing) 
 

 Summer/Semester Abroad Programs – a series of credit-bearing courses that are taken 
in an international location under the guidance of IWU faculty and/or affiliate program 
providers (see Appendix M for a list of approved Affiliate Semester Affiliate Programs) 

 

Contact Information 

The Global Engagement Office is located in the Barnes Student Center, office suite 260. 

     Phone: 765-677-1054 

     Email: global@indwes.edu  

The primary contact person for questions regarding Education Abroad Programs is the 

Coordinator of Education Abroad whose office is located in the GEO (765-677-5313). 

The Dean of Global Engagement & Strategic Initiatives and other GEO staff are also available 

to answer questions regarding Education Abroad Programs policies and procedures.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                            
     3 Previously referred to as “World Impact Teams,” Global Service Learning Teams are non-credit-bearing global 
service learning experiences that may fulfill the Intercultural Experience General Education requirement. Global Service 
Learning is defined as: “A structured academic experience in another country in which students (a) participate in an 

organized service activity that addresses identified community needs; (b) learn from direct interaction and cross-cultural 
dialogue with others; and (c) reflect on the experience in such a way as to gain further understanding of course content, 
a deeper understanding of global and intercultural issues, a broader appreciation of the host country and the discipline, 
and an enhanced sense of their own responsibilities as citizens, locally and globally.” (Robert G. Bringle, Julie A. 
Hatcher, Steven G. Jones, eds. International Service Learning: Conceptual Frameworks and Research [Sterling, VA: 
Stylus, 2011], 19). 

 

mailto:global@indwes.edu
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Program Approval & Promotion  
 
 
 
Program Approval  
 
 
Proposal Process 
 
All Education Abroad programs require a proposal process that is reviewed/approved annually by 
Direct Supervisors or Division Chairs, Deans, the Global Studies Committee, the Dean of Global 
Engagement & Strategic Initiatives, and the University Global Initiatives Council. Proposals 
include such things as: site review (for first time programs), budget, summary of activities, learning 
outcomes, and in-country partnering organization. 

The proposal process should be initiated at least one year prior to the anticipated travel dates and 
must be reviewed/approved each subsequent year. See Appendices A, B, C, and D for proposal 
forms.   

 
Leadership for Group Travel  

Education Abroad programs that include group travel (i.e., Intercultural Fieldtrips, Travel Classes, 
and Global Service Learning Trips) must include at least 2 trip leaders who are IWU employees.4 
Exceptions may be made for trip leaders working with organizations that provide 24/7 staff support 
during the trip. Family members may travel with the group if approval is given by the appropriate 
parties.  
 
 
Travel Class Proposals 

With regards to the Travel Class approval process, any course in the University catalog may be 
proposed in a Travel Class format, as long as there is valid curricular rationale for why the course 
should be offered off-campus in an international context. The Travel Class proposal should 
demonstrate curricular need and pedagogical coherence. A course not in the University catalog 
may be proposed as a Travel Class under a specific department’s category of “special topics” up 
to three times before the course needs to go through the standard academic procedure related to 
new course proposals.  
 
 
Risk Management Approval  
 
Any IWU program that takes students more than 75 miles away from the residential campus 
and/or include an overnight stay requires additional approval from the Office of Risk Management 
and Compliance by way of the Horizons online database registration/approval process.   
 

                                            
     4 IWU encourages its employees to participate in IWU-sponsored ministry leadership opportunities focused on 
domestic outreach and global service/studies. Accordingly, the University provides paid leave time to eligible employees 
to fulfill this important role with students. For specific details about this employee benefit, see the IWU Employee 
Handbook.   



7 
 
 

 

The Horizons approval process includes:  

 Having all participants sign a “Assumption of Risk and Release from Liability” form 

 Having all participants sign a “Confidential Traveler Health” form 

 Giving all participants the option to sign a “Personal Media Release” form 

 Ensuring that travelers are covered by IWU’s international health insurance 

 Submitting the addresses of all housing locations utilized for the duration of the Education 
Abroad program 

 Submitting a 24-hour emergency contact name, number, and address 

 Registering the trip with the US State Department  

The Horizons online application is available at: https://indwes-horizons.symplicity.com/   

Countries under US State Department Travel Warning, Center for Disease Control Health Notice, 
and/or US Economic and Trade Sanctions are generally not considered as viable locations for 
travel; however, faculty/staff may submit a petition in this regard for consideration (see Appendix 
T). IWU reserves the right to cancel an Education Abroad program at any point prior to departure 
for reasons of safety or other unforeseen circumstances. Furthermore, adverse events in the 
travel country or other reasons may warrant cancellation of the Education Abroad program at any 
time. Attempts will be made to reroute the Education Abroad program and/or reimburse program 
costs that are not already paid by or reimbursed to the University; however, no refund of any travel 
expenses is guaranteed. 
  
The Risk Management approval and Horizons submission process, is managed by GEO staff on 
behalf of all Education Abroad program participants. 

 
International Travel Agency 
 
Students, faculty, and staff traveling internationally as part of an Education Abroad program must 
use an approved professional travel agency when making travel arrangements (see Appendix K 
below for a list of recommended travel agencies).  
 
 
In-Country Partnering Organization (IPO) & Memorandum of Understanding (MOU) 
 
All Education Abroad programs must include an IPO with whom IWU has an MOU.  
MOUs are reviewed every 4 years and are kept on file in the GEO.  
 
Examples of IPOs include: travel agencies, educational institutions, churches, and parachurch 
ministries. IPOs will need to be willing to take responsibility for assisting trips leaders and students 
with in-country logistical aspects, including: housing arrangements, ground transportation options, 
meal arrangements, cultural orientation, activities/programing, and providing a contact person in 
the event of an emergency situation (see Appendix N for a copy of a sample MOU).   
 
IPOs need to be willing to take responsibility for assisting trips leaders and students with  
in-country logistical aspects, including: housing arrangements, ground transportation options, 
meal arrangements, cultural orientation, activities/programing, and providing a contact person  
in the event of an emergency situation. 
 

  

https://indwes-horizons.symplicity.com/
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Program Promotion  
 
Only approved Education Abroad programs may be promoted to students.  
 
Faculty/staff leaders are expected to promote their programs and abide by the application 
deadlines established by the GEO. 
 
GEO staff will coordinate general promotion of all approved Education Abroad programs and are 
available to assist faculty/staff members with promotional materials and resources. 
 
For Travel Classes, a minimum of six regular-tuition students must be enrolled. Students may 
audit a Travel Class, but these participants are not included in the minimum six required. 
 
For Global Service Learning Teams, a minimum of six students must be enrolled. 
 
Outside organizations may not promote programs without approval from the GEO. 
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Participant Eligibility 
 
 
 
Student Eligibility 
 
Students must be in good standing with regards to University policies, lifestyle/academic/financial 
guidelines, and chapel attendance. Students are also subject to secondary approval and 
background checks as requested by the Office of Risk Management and Compliance. 
 
Students must be 18 years of age by the time of departure for the Education Abroad program. 
Exceptions to this are only permitted by petition, and other requirements may be required. 
 
Students are required to comply with CDC immunization requirements, pertinent health 
recommendations for the travel location, and submit the Confidential Traveler Health Information 
and Emergency Contact form each time they participate in an Education Abroad Program (see 
Appendix X for sample form). The IWU Health Clinic is available to provide immunizations. 
 
Students will not be discriminated against for a disability; however, some locations are not 
conducive to the appropriate support level of some disabilities due to different country laws and/or 
program requirements (examples may include: diving for marine biology, hiking in difficult terrain, 
lack of refrigeration for diabetic insulin, etc.). 
 
Students participating in Education Abroad programs may be eligible to meet the Intercultural 
Experience General Education requirement. Contact the program leader or GEO staff for 
information about specific programs. 
 

Travel Classes, Global Service Learning Teams, Summer/Semester Abroad Programs 

 2.50 minimum cumulative GPA 

 Participants must meet application deadlines 
 

Affiliate Semester/Summer Abroad Programs 

 Minimum cumulative GPA per the requirements of the affiliate program5 

 Applicant must be a currently enrolled IWU student on the residential campus 

 Completion of 30 IWU credit hours prior to the start of the program 

 Applicant must submit the Semester Program Academic Advising form for 
Academic Advisor support and approval 

 Participants must meet affiliate program application deadlines  
 
Additional eligibility requirements, including minimum GPA and prerequisites, may apply to 
specific Education Abroad programs. Students should contact the program leader or GEO staff 
for eligibility information about specific programs.   
 
 
 
 
 

                                            
     5 Students must note that Affiliate program providers can have high minimum GPA requirements. All questions and 

concerns can be directed to the Education Abroad Supervisor. 
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Leadership Eligibility  
 
Faculty/staff leadership responsibilities during an Education Abroad program exceed those of 
traditional teaching and service on the residential campus. Often faculty/staff leaders must serve 
as mediator, counselor, disciplinarian, administrator, cultural broker, safety and health advisor, 
crisis manager, purchasing agent, RD, parent, pastor, and public relations point person. The 
Education Abroad program faculty/staff leader is never truly “off duty” during the program and 
should recognize the significant level of additional responsibility. It is important for faculty/staff 
leaders to recognize that they may be held liable if they are negligent in the care of students and 
are expected to adhere to IWU policy.  
 
International travel experience and previous travel to the proposed location is a requirement in 
the Education Abroad program proposal process.  

Faculty/staff leaders must be employed in good standing at the time of the Education Abroad 
program and have a current background check on file in the Human Resources Office.  

Faculty/staff leaders are required to comply with CDC immunization requirements, pertinent 
health recommendations for the travel location, and submit the Confidential Traveler Health 
Information and Emergency Contact form (see Appendix X). 

Faculty/staff leaders are required to participate in Cross-Cultural Leadership Workshops during 
the months leading up to their trip (3 workshops in the Fall and 3 workshops in the Spring, led by 
GEO staff and faculty with significant cross-cultural leadership experience, and video recorded 
for those who cannot attend). Refresher workshops are required for leaders who take students 
abroad regularly. 

Non-IWU personnel may accompany the group, but must be approved by the GEO and have a 
current background check on file in the Human Resources Office.    

Education Abroad programs that include group travel (i.e., Intercultural Fieldtrips, Travel 
Classes, and Service Learning Trips) must include at least two trip leaders. 

 Trip Leaders must be employees of IWU. 

 Exceptions may be made for Trip Leaders working with organizations that provide 24/7 
staff support during the trip. 
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Participant Application & Approval 
 
 
 
Step 1 – Application  
 
Students submit a completed Education Abroad program application to the GEO. Application 
instructions are available in the GEO and can be filled out online at: 
https://indwes-horizons.symplicity.com/.  
 
Some Education Abroad programs may require reference forms/letters to be submitted in addition 
to the application. Students will be notified by the program leader and/or the GEO if an additional 
reference forms/letters are required.  
 
Students participating in Affiliate Semester Abroad programs submit an application to the Affiliate 
Semester Abroad program provider.6 Upon acceptance to the Affiliate Semester Abroad program, 
students must register their travel by way of the Horizons online approval process noted above.   
Students are required to submit the program provider’s application approval letter to the GEO. 
 
Different Education Abroad programs will have different application deadlines, so students should 
contact program leaders or the GEO to find out when applications are due.  
 

Travel Classes, Global Service Learning Teams & IWU Semester/Summer Abroad 
Programs 

 Spring Break Programs: October 15 
o Decision letters by November 15 

 May-Term & Summer Programs: January 15  
o Decision letters by February 15 

 
Affiliate Semester/Summer Abroad Programs7 

 Application must include Semester Abroad Academic Advising form 

 Students must adhere to deadlines and requirements of the affiliate program 
provider. 

 
 
Step 2 – Application Review & Interview     
 
GEO staff and program leaders review applications to ensure that the student is qualified for the 
program. 
 
Education Abroad programs require students to interview with the program leader as a part of the 
application process. Students applying to Affiliate Semester Abroad programs are interviewed by 
GEO staff in addition to interviews they have with the leadership of the Affiliate program provider.  
 

                                            

     6 Affiliate Semester Abroad program deadlines and requirements are different from GEO application deadlines and 
requirements, and may require additional forms and certifications from IWU. IWU does not accept responsibility for any 
fees paid in advance to an Affiliate Semester Abroad program prior to a student’s approval in the program. 

 

https://indwes-horizons.symplicity.com/
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Step 3 – Acceptance Notification & Acceptance Materials     
 
GEO staff send email notification and acceptance materials to students.  
Acceptance materials include:    

 Approval Notification 

 Education Abroad Policies & Procedures Manual 

 Statement of Intent form 

 Instructions for financial deposit and payment deadlines 

 IWU Assumption of Risk & Release from Liability form 

 Program Scholarship Application(s) 

 Confidential Traveler Health Information and Emergency Contact Form 

 Personal Media Release 

Students participating in Affiliate Semester Abroad Programs are required to submit the program 
provider’s application approval letter to be kept on file in the GEO. 
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Post-Approval 

 
 
Participants in credit-bearing course(s) must be registered for all academic coursework prior to 
participation in any Education Abroad program. Participants may not register for course(s) 
retroactively. 
 
All IWU students participating in Education Abroad programs may be eligible to meet the 
Intercultural Experience General Education requirement for their degree.  
 
 
Step 1 – Statement of Intent Form and $25 Deposit    
 
Student signs/returns Statement of Intent form (see Appendix F) to the GEO and submits $25 
non-refundable deposit to the Student Account Services Office. 

The Statement of Intent form, along with a copy of the $25 deposit receipt, submitted to the GEO 
reserves the student’s position in program. 

 
Travel Classes, Intercultural Field Trips, Global Service Learning Teams, and IWU Semester 
Abroad Programs 

 Upon receipt of the signed Statement of Intent form and deposit receipt, the GEO notifies 
the Student Account Services Office of the program cost to be charged to the student’s 
account and posted to the appropriate program trip account (excluding tuition/lab fees). 
 

 Students make all payments for the Education Abroad program to the Student Account 
Services Office.          

(1) $25 Global Engagement fee (non-refundable deposit with Statement of Intent form) 
 (2) airfare (due prior to flight purchases)      
 (3) final payment due 30 days before departure  

 Students are responsible to notify the Student Account Services Office teller that the 
payment is for their particular Education Abroad program.  
 

 The payment deadlines associated with student accounts, as determined and 
communicated by the Student Account Services Office, apply to all Education Abroad 
programs.   

 
Affiliate Semester Abroad Programs  

 Upon receipt of the signed Statement of Intent form and the $25 deposit receipt, the GEO 
notifies Student Account Services Office of the Affiliate Semester Abroad program to 
which the student has applied so billing can be coordinated with invoicing after the student 
is accepted into the program.  
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 Upon notification of the student’s charges invoice from Affiliate Semester Abroad program, 
the GEO notifies the Student Account Services Office of the program cost to be charged 
to the student’s account. 
 

 Students make all payments for the Education Abroad program to the Student Account 
Services Office.  
 

 Students are responsible to notify the Student Account Services Office teller that the 
payment is for their particular Education Abroad program. 
 

 The payment deadlines associated with student accounts, as determined and 
communicated by the Student Account Services Office, apply to all Education Abroad 
programs.   
 

International Off-Campus Independent Course Participants 

 After submitting the Off-Campus Independent Course form that includes site information, 
participants will need to pay the $25 Global Engagement deposit fee and the international 
insurance charges communicated to them by Office of Risk Management and Compliance.  

 
 
 

Step 2 – Pre-Departure Cultural Orientation Course & Travel Health/Safety Orientation 
 
Cultural Orientation  
 

 IWU requires cultural orientation for all students, faculty, and staff who participate in 
Education Abroad programs.   

 

 Faculty/staff leaders fulfill this requirement by participating in cross-cultural leadership 
workshops in the months leading up to the trip. 

 

 Students fulfill this requirement by successfully completing the INT120 Introduction to 
Cross-Cultural Engagement course either for 1 credit or 0 credit.  

 
o The INT120 course is offered in the different formats—contact the GEO for 

information. 
 

o The GEO assists students in registering for the INT120 course after they have 
been accepted to an Education Abroad program. 

 

Travel Health/Safety Orientation 

 IWU requires pre-departure travel health and safety orientation for all students, faculty, 
and staff who participate in in Education Aboard programs. Orientation modules are 
available to faculty/staff leaders and students online.  
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Step 3 – Course Registration    
 
Students must register for the courses associated with the Education Abroad program they have 
been accepted as follows:  

 
Travel Classes 

 The faculty leader is responsible to ensure that the Residential Academic Services Office 
has all course information at the beginning of the semester before the program date. 
Courses will be given individual course sections designated as “cross-cultural” and/or by 
faculty signature only. 

 
Semester Abroad Programs  

 Courses are registered using the Semester Abroad Program Registration form (see 
Appendix G) available in the GEO or online at: 
www.myiwu.indwes.edu/directory/global/forms  

 Student must submit the Semester Abroad Program Registration form at least 2 months 
prior to departure.  

 Affiliate Semester Abroad Program course equivalencies are maintained by the 
Residential Academic Services Office.  

 Academic Advisors must approve the coursework for students participating in Semester 
Abroad Programs (see Appendix G for the Semester Abroad Academic Advising form) 

 Students who will be seniors during the Semester Abroad Program must submit a 
graduation application that includes the approved semester abroad coursework. 

 Applicants to Affiliate Semester Abroad Programs must also submit to the program 
provider’s registration process. 

 Participants in Semester Abroad programs should also do the following: 
o Complete the online housing application for the semester of participation by 

marking the “study abroad” option—this ensures that billing can be cared for 
appropriately and the student’s status is maintained for future housing applications.  

o Alert the IWU Post Office prior to departure in order to have mail forwarded 
correctly during the program. 

o Notify RA, RD, and other campus leaders as needed. 

 

Off-Campus Independent Courses  

Students participating in international internships, student teaching, and practicum experiences 
must submit the Off-Campus Independent Course Registration Form 6 months prior to departure 
(see Appendix H). 

 
 
 
 
 
 

http://www.myiwu.indwes.edu/directory/global/forms
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Step 4 – Submit Application Acceptance Materials   

All Education Abroad program participants must submit the following items to the GEO at least 
one month prior to departure: 

 Statement of Intent 

 $25 Non-Refundable Deposit Receipt 

 Photocopy or Digital Copy of Passport (International programs only) 

 Photocopy or Digital Copy of Driver’s License (US programs only)  

 Flight Itinerary and In-Country Program Schedule 

 24-hour Emergency Contact Information (name, address, phone number)  

 Addresses of all In-country Housing Locations 

 Assumption of Risk and Release from Liability form 

 Confidential Traveler Health Information and Emergency Contact form 

 Vaccination Records (if required by program) 

 Program Scholarship Application(s), as appropriate 
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Financial 
 

 
 
The GEO is responsible to oversee all Education Abroad program trip accounts; however, 
divisions/departments may be held responsible for trip accounts that end in deficit. 
 
All participants in Education Abroad programs must pay a $25 non-refundable deposit upon their 
acceptance. This cost covers promotional material, cultural orientation resources, and 
administrative support. 
 
Participants who withdraw or are removed from a program for any reason are responsible to cover 
all expenses incurred to date on her/his behalf up to the time of removal/withdrawal. 
 
All payments for Education Abroad programs are made to the Student Account Services.  
 
 
Statement of Intent Form and $25 Deposit    
 

 Upon acceptance into an Education Abroad program, the student signs/returns the 
Statement of Intent form (see Appendix F) to the GEO and submits $25 non-refundable 
deposit to the Student Account Services Office.  
 

 The Statement of Intent form, along with a copy of the $25 deposit receipt, is submitted to 
the GEO and reserves the student’s position in program. 
 

 Upon receipt of the signed Statement of Intent form and deposit receipt, the GEO notifies 
the Student Account Services Office of the program cost to be charged to the student’s 
account and posted to the appropriate program trip account.  
 

 Students are responsible to notify the Student Account Services Office teller that the 
payment is for their particular Education Abroad program. 
 

 The payment deadlines associated with student accounts, as determined and 
communicated by the Student Account Services Office, apply to all Education Abroad 
programs.   

 
 
Financial Aid & Scholarships 
 

 Students should talk with their financial aid counselor well in advance of their participation 
in an education abroad program so that they are aware of their financial aid options for 
studying/serving abroad.   
 

 The Financial Aid Office will administer 100% of a student’s eligibility for federal and state 
grants, such as Pell Grants and Freedom of Choice Awards, as well as all student loans 
and outside scholarships.  
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 In addition to federal and state aid, students may apply for institutional financial aid 
specifically designated for education abroad programs, such as the Global Studies Grant 
and the World Changers Scholarship. Applications are reviewed by a selection committee 
charged with determining appropriate awards based upon student financial need and 
academic merit.8 
 

 Scholarship applications are provided in the acceptance email notification (see 
Appendices I and J for the Global Studies Grant application and the World Changers 
Scholarship application). Scholarship applications are also available in the GEO and 
online at: www.myiwu.indwes.edu/directory/global/forms.  
 

 
Affiliate Semester Abroad Programs  

 Upon receipt of the signed Statement of Intent form and the $25 non-refundable deposit 
receipt, the GEO notifies Student Account Services Office of the Affiliate Semester Abroad 
program in which the student has applied to in order that billing can be coordinated after 
the student is accepted into the program.  
 

 Costs for Affiliate Semester Abroad Programs vary. Students should contact the Affiliate 
Semester Abroad Program provider for specific information regarding costs. 
 

 Students in Affiliate Semester Abroad Programs are required to request the invoice from 
the program provider be sent directly to the GEO for processing—this facilitates financial 
aid processing, as well as maintaining status as a registered IWU student.  
 

 Upon notification of the student’s acceptance into the Affiliate Semester Abroad program, 
the GEO notifies the Student Account Services Office of the program cost to be charged 
to the student’s account. 
 

 The payment deadlines associated with student accounts, as determined and 
communicated by the Student Account Services Office, apply to all Education Abroad 
programs. Students are responsible to notify the Student Account Services Office teller 
that the payment is for their particular Affiliate Semester Abroad Program. 
 

 Payment processes for Affiliate Semester Abroad Programs are similar to regular           
on-campus processes, though billing is sometimes delayed. Students should talk with the 
Student Account Services Office and/or GEO staff if they have any questions regarding 
billing and payment for an Affiliate Semester Abroad Program. 
 

 

 

 

                                            
     8 The following Education Abroad Programs that take place during the fall/spring semesters are not eligible for the 
World Changers Scholarship or the Global Studies Grant because students’ financial aid packages are available to 
them: Intercultural Fieldtrips, Cross-Cultural Student Teaching, International Internships and Practicum Experiences.  
Global Service Learning Teams are not eligible for the World Changers Scholarship or the Global Studies Grant 

because they are non-credit bearing.     

http://www.myiwu.indwes.edu/directory/global/forms
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 Students in Affiliate Semester Abroad Programs are charged as follows: 
o IWU Semester Tuition (or Affiliate Program Provider tuition if higher)9 
o Affiliate Program Provider Room and Board 
o Affiliate Program Provider fees 
o IWU Global Engagement fee ($25 non-refundable deposit with Statement of 

Intent form) 
o IWU International Health Insurance fee ($40/4-week period)10 

 

 The GEO coordinates invoicing as a liaison between the Student Account Services Office 
and the Affiliate Semester Abroad Program Provider. Invoices are paid by IWU, and the 
student works with the Student Account Services Office for payment of their semester bill 
using standard IWU payment policies. 
 

 Some Affiliate Semester Abroad Programs have different semester start dates than IWU 
and this can affect financial aid disbursement, especially loans, which may not be available 
prior to student’s departure or sometime after arrival in the program.  
 

 Students are responsible to secure their own transportation to Affiliate Semester Abroad 
Program locations—for international locations, students are required to use an approved 
travel agent (see Appendix K). Students must plan accordingly if expecting to use financial 
aid for any travel costs. 
 

 
 

Trip Budgets 
 
An itemized budget must be included with the Education Abroad Program Proposal. 
 
All Education Abroad programs must be financially self-sustaining and include faculty/staff 
leadership expenses. 
 
Adjustments to program budgets may only be made during the program for extreme changes due 
to unforeseen circumstances. Costs to students should not increase once the program has begun. 
 
Trip budgets must include a Contingency line item. Contingency funds may be used by trip leaders 
in extreme circumstances. Unused contingency funds are deposited into a general Education 
Abroad Contingency Fund after the trip has occurred and the trip budget has been reconciled.  
 
All excursions and activities included as part of the program budget should be relevant to the 
educational or service experience. 
 
Prior to departure, students must be informed of all expense associated with the Education 
Abroad program, and students should be notified of any personal expenses they will be 
responsible for during their travel. All other expenses must be included in the program budget. 

                                            
     9 Affiliate Semester Abroad Programs that require more than 17 credit hours for participation are charged at the 
IWU 12—17 credit hour rate (or the Affiliate Program Provider’s rate if higher). All others are subject to extra tuition 
costs if participant chooses to take more than the 12—17 credit hours IWU establishes for full-time status.  
     10 The International Insurance fee can be waived by the Director of Risk Management and Compliance if coverage 
provided by the Affiliate program provider is similar, but the policy must be reviewed. Contact the GEO for information. 
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The following items are included in Education Abroad program budgets: 

 Airfare 

 Travel to/from Airport (unless group is meeting at airport)11 

 Baggage Fee (check with the airline or travel agent) 

 Airport Tax (entry and/or exit fees) 

 Visa (if applicable) 

 Meals in Transit 

 In-Country Housing, Meals, Transportation   

 In-Country Program Expenses (not including personal expenses) 

 IWU International Health Insurance ($40 for each four week period)  

 Contingency Fund 

 $25 Non-Refundable Deposit (covers promotional material, cultural orientation resources, 
Intercultural Effectiveness Scale assessment tool, and administrative support) 

 
The following are not included in Education Abroad program budgets: 

 Tuition for the course(s) 

 Passport 

 Immunizations 

 Extra baggage fees12 

 Personal spending money 

 Leader childcare costs 
 

After a GEO Education Abroad Program Proposal has been approved and budget finalized, GEO 
staff contact the Controller’s Office to establish the appropriate trip account.  

It is the responsibility of the Faculty/Staff leader to coordinate flight arrangements with an 
approved professional travel agent (see Appendix K for a complete list). The GEO must be 
informed in a timely manner in order to make payments for airfare. This typically includes a $150 
deposit to hold space on an airline, and then final payment 30—60 days prior to departure. 

Any “free” tickets for group travel should be excluded from the group purchase price in order to 
reduce the overall cost for all participants.  

Itemized program expenses with receipts must be kept in a Financial Log and returned to the 
GEO after the program in order to be made available for audit purposes.   

It is preferred that all in-country expenses for all Education Abroad programs be wired to the third-
party provider as opposed to faculty/staff leaders traveling with large amounts of cash; however, 
faculty/staff leaders will need to travel with some cash, as well as an IWU Purchasing (credit) 
Card. The GEO staff assist faculty/staff leaders with these and other financial matters. 

 

 
 

                                            
     11 GEO staff initially makes vehicle reservations; subsequent communication will be made between the IWU 
Transportation Office and the Faculty/Staff leader. 
     12 Exceptions can be made for program supplies that must be taken with the group. 
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Fundraising 

 All fundraising activities for Education Abroad programs must comply with the Student 
Development guidelines for fundraising as outlined on the IWU Portal under guidelines for 
Student Organizations on the Student Development page (see Appendix P for fundraising 
ideas). 
 

 Faculty/Staff Trip Leaders or student assistant leaders deposit fundraising event proceeds 
and provide the Student Account Services Office with instructions on how the funds are to 
be divided among the group. All deposit receipts should be kept with group financial 
records. 

 

Fundraising for Global Service Learning Trips  

 Students may raise tax-deductible funds for program costs. Receipts will be generated 
and donors will be contacted by the IWU Advancement Services Office.  
 

 Checks must be made out to Indiana Wesleyan University and the team member’s name 
cannot be anywhere on the check. 
 

 All contributions should be sent to the student who is responsible to deposit funds on 
her/his student account in the Student Account Services Office. 
 

 Students receiving academic credit on a Global Service Learning Team may not receive 
tax-deductible donations for tuition costs based on IRS regulations. 
 

 All prayer and financial support letters must be submitted to faculty/staff leaders for 
approval (see Appendices Q and R for sample support letter and instructions). 
 

 Students participating in Global Service Learning Teams are expected to pay for a portion 
of their program expenses personally. 
 

 Students who raise more money than the cost of the program will have their excess funds 
disbursed to other underfunded team members, or to the GEO Contingency Fund. 
 

 According to IRS tax-deductible charitable giving regulations, financial contributions are 
non-refundable, to either the student or the donor. 
 

 No refunds of any kind will be distributed to a student who withdraws with an overage in 
her/his account. 
 

 Faculty/Staff Trip Leaders or student assistant leaders deposit fundraising event proceeds 
and provide the Student Account Services Office with instructions on how the funds are to 
be divided among the group. All deposit receipts should be kept with group financial 
records. 
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Pre-Departure 
 
 
Cultural Orientation 
 
IWU requires cultural orientation for all students, faculty, and staff who participate in Education 
Abroad programs (see the Off-Campus Travel Policy document on the Office of Risk Management 
and Compliance page of the IWU portal).  

 

 Faculty/staff leaders fulfill this requirement by participating in Cross-Cultural Leadership 
Workshops in the months leading up to the trip.  
 

 Students fulfill this requirement by successfully completing the INT120 Introduction to 
Cross-Cultural Engagement course either for 1 credit or 0 credit.  

o The INT120 course is offered in the different formats—contact the GEO for 
information. 

o Students are responsible to register for the INT120 course (in one of the formats 
noted above) after they have been accepted to an Education Abroad program. 

 
Travel Health & Safety Orientation 

IWU requires pre-departure travel health and safety orientation for all students, faculty, and staff 
who participate in in Education Aboard programs. Orientation modules are available to 
faculty/staff leaders and students online.  

 
Expectations of Trip Leaders  
 
Faculty/Staff leaders are expected to schedule monthly meetings with Education Abroad program 
participants at least four months prior to departure in order to develop group synergy, learn about 
the culture they will be traveling to together, and discuss logistics of the trip. The GEO is available 
to assist faculty in developing their pre-departure orientation.  
 
Education Abroad program trip leaders are expected to participate in the following each year 
that they take students abroad: 

 

 Cross-Cultural Leadership Workshops during the months leading up to their trip  
(3 workshops in the Fall and 3 in the Spring, led by faculty/staff with cross-cultural 
leadership experience—video recorded for those who cannot attend).  
Refresher courses are required for leaders who take students abroad regularly.  
 

 Pre-Departure Logistics Meeting and Post-Trip Debriefing Meeting upon return from the 
trip with the Coordinator of Education Abroad. 

 
Faculty/Staff leaders are responsible to assist in making special arrangements with the On-
Campus Housing Office in the event that the travel schedule for the program dictates that students 
have to stay later or leave earlier than the regular move-out/move-in dates. 
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Expectations of Students 
 
Students participating in an Education Abroad program must successfully complete the INT120 
Intro. to Cross-Cultural Engagement course prior to departure. 

 

 The INT120 course is designed to provide students with basic cultural orientation 
needed when traveling abroad. 
 

 The INT120 course may be taken for 1 credit or 0 credit. 
 

 The INT120 course is offered in different formats—contact the GEO for information. 
 

 The GEO assists students in registering for the INT120 course after they have been 
accepted to an Education Abroad program. 
 

 Students do not have to repeat the INT120 course if they participate in multiple 
Education Abroad programs during their time at IWU. 

 
Students are also expected to participate in orientation specifically related to the country they are 
traveling to as provided by trip leaders and program providers. 
 
 
 
Matters to be Addressed in Pre-Departure Orientation 
 
 
Academic Trips 
 

 Information regarding registration procedures, syllabus, class hours, attendance, exams, 
homework, textbooks, grading, student conduct, etc. 

 
 
Global Service Learning Trips 
 

 Information regarding expectations relevant to the service program 
 

 

 

 

 

All Education Abroad Programs 

 Lifestyle and behavioral standards (as outlined in the IWU Student Handbook), including 
particular cultural matters associated with the location of the program 
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 The GEO Education Abroad Policies & Procedures Manual should be reviewed together 
as a group prior to departure  

 

 Travel Logistics 
o Passport, visa, and essential travel documents, including information to obtain 

these 
o Flight itinerary 
o Packing and luggage specifications and baggage fee policy 
o Accommodations and roommates 
o Meals (at restaurants, in host homes, from street vendors, etc.) 
o In-country travel (rail passes, guidebooks, subways, busses) 
o Daily schedule and program travel activities/excursions 
o Communication procedures back home (phone codes, internet accessibility, etc.) 
o Explanation of how finances will be handled (currency, travelers checks, credit 

cards) 
o Instructions on how to use phones in host country 
o Discussion of internet availability and expectations of its use  

 

 Travel Health and Safety Issues 
o IWU Health Center staff are available to meet with faculty/staff leaders and 

students to discuss specific health and safety issues related to their destination 
location(s) 

o Any required or recommended immunizations (refer students to the CDC site: 
http://wwwnc.cdc.gov/travel/ ); this should be addressed very early in the process, 
as some immunizations require a long lead-time or a series of doses 

o Although not required, it is recommended that all travelers have the following 
immunizations current: Tetanus Diptheria and Hepatitis A & B 

o Students are encouraged to be able to walk at least two miles without stops?? 
Should we add something about more rigorous trips? 

o Available in-country healthcare as well as local health issues & preventive 
measures 

o Emergency medical procedures and contacts, including insurance information    
o Students must inform faculty/staff leader of medical conditions and carry 

medication in original containers (they may be required to carry written information 
for prescriptions from their healthcare provider) 

o Local telephone numbers (equivalent to “911”, hospital, emergency room, 
embassy) 

o Travel warnings and/or areas within the country/city that must be avoided 
o Acceptable or unacceptable activities; no traveling/walking alone, any curfews, etc. 
o Traffic information about crossing streets, direction of traffic flow, local laws, etc. 
o Acceptable relationship behavior with nationals and group members 
o For more information on health and safety visit the following websites: 

http://www.studentsabroad.com/riskfactors.html 
http://www.state.gov/travelandbusiness/  

 

 Cultural Awareness 
o See information above regarding the INT120 Introduction to Cross-Cultural 

Engagement course requirement     
o Required reading for the INT120 course is David Livermore’s, Cultural Intelligence: 

Improving Your CQ to Engage our Multicultural World (Baker Academic, 2009). 

http://wwwnc.cdc.gov/travel/
http://www.studentsabroad.com/riskfactors.html
http://www.state.gov/travelandbusiness/
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Faculty/Staff leaders should discuss readings from this book in team meetings 
leading up to the trip.  

o Incorporated in the INT120 course is the Intercultural Effectiveness Scale (IES) 
online assessment tool. Information about the IES is available online at: 
www.kozaigroup.com. Faculty/Staff leaders should discuss the results of the IES 
with their students before/during/after the trip. 

o For Education Abroad programs that seek to fulfill the Intercultural 
Experience/Competency General Education requirement, the IES assessment tool 
is required. Additional requirements may apply. See GEO for details.  

  

http://www.kozaigroup.com/
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Travel 
 
 
Traveling internationally can be a challenge for even the most experienced, and traveling with a 
group is especially challenging for any leader. Many of the factors affecting the success of the 
journey are not within the traveler’s/leader’s circle of influence; but careful advance planning will 
avoid many of the common problems that prey on inexperienced travelers. The following 
guidelines are written from the perspective of international group travel, but apply to all individuals 
participating in Education Abroad programs as well.  
 
 
Register with STEP 

IWU requires faculty, staff, and students traveling abroad to register their travel itinerary with the 
US State Department STEP program: https://step.state.gov/step/ . This registration process is 
facilitated by the GEO.  
 
 
Baggage 
 
Most travelers take far more than is necessary, conditioned by western culture to wear a 
completely different outfit every day. Group leaders or individual travelers should confer with their 
in-country contacts about any culturally sensitive issues regarding dress.  

It is recommended that participants pack everything they need in one carry-on bag/backpack plus 
one personal item; exceptions to this recommendation are participants in longer programs such 
as semester or full summer programs of eight weeks or more. Be sure to consult the airline for 
up-to-date size/weight restrictions for baggage, as well as baggage fees. The smart guideline is 
that if a traveler cannot carry/manage all of his/her luggage alone in one trip without a luggage 
cart, they have too much and need to repack. This approach averts any difficulties in using local 
transportation or walking on uneven pavement in unfamiliar surroundings.  

 
Travel Documents 
 
Passport 

In order to travel outside of the US, you must have a valid passport. To obtain a US Passport, US 
citizens will need to appear in person at the nearest passport agency, County Clerk’s Office, or 
United States Post Office. In most cases, you will need to bring with you the following items: a 
valid birth certificate (not a photocopy); two identical passport pictures (most camera shops, 
drugstores, or travel agencies can provide these); and a payment method. Consult the following 
site for current information and costs: 

http://travel.state.gov/content/passports/english/passports/apply.html.  

 

 

 

https://step.state.gov/step/
http://travel.state.gov/content/passports/english/passports/apply.html
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Passports should be signed immediately upon receipt as it is not valid without the owner’s 
signature. If a traveler already has a valid US Passport, be sure that the expiration date is at least 
six months after the scheduled return to the US. It is recommended that all travelers carry a 
photocopy of their passport on their person at all times. Upon arrival at the destination country, it 
is often wise to secure all passports in a locked safe provided by the host; please defer to the 
host instructions. Group leaders should collect and secure passports for the duration of the 
program. 

 
Visa 

Many countries require an entry visa in addition to a valid passport. Visas are granted by officials 
in a consulate of the country to which you will be traveling. The requirements for obtaining a visa 
are different for each country, but usually include an application, fee, and often additional passport 
photos. Travel agents or Program Providers will provide details needed to obtain a visa when it is 
required. Group participants will receive instructions from the group leader.   

 
Airline Tickets & Boarding Passes 

Airline tickets and boarding passes should be stored in such a way as to keep them secure at all 
times. Confirmation prior to travel each way should be verified with the Travel Agent or airline – 
some agents do this for the traveler, but the group leader or independent traveler is responsible 
to have the flights confirmed. Return travel documents may need to be printed at the host site 
prior to return flights. 

 
Airport Arrival 
 
Groups or individuals should plan to arrive at the airport at least 3 hours in advance for 
international flights. Upon arrival at the airport, the group leader should proceed to the airline’s 
ticket counter group members unload the luggage at curb side (see guidelines below). Individual 
travelers should keep their luggage with them and proceed to the counter. Baggage for 
international flights cannot be checked at curb side, so all luggage will need to be taken to the 
airline ticket counter for check-in. 
 
 
Airport Check-in 
 
If there are 10 or more people traveling together, the group should be handled separately from 
the other passengers at a group check-in desk. While the rest of the group is unloading the 
luggage, the group leader should proceed to an airline service agent and ask where they handle 
group check-ins for international flights. It helps to say, “I have X number of people traveling with 
me on flight # X to (name of city and country of your final destination), where would you want us 
to check in?” Begin with the assumption that they have a special group desk for this. Every airline 
is different and each ticketing agent will have specific preferences for group check-in, so be kind 
and courteous and listen carefully to instructions so that these can be communicated clearly with 
the rest of the group.  
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Group leaders should brief the team with the following instructions prior to arrival at the airport: 

 Stay together at all times (unless instructed otherwise) or groups of 2 or 3   

 Do not be late for meeting times    

 Be sure to act in a manner appropriate to the setting that you are in     

 Never joke about weapons or bombs 

 Ask questions and offer suggestions only at appropriate times     

 Follow the Group Leader’s instructions at all times 

During travel, your attitude, expressed through verbal and nonverbal communication, is 
absolutely crucial. Always remain calm, speak clearly and respectfully to airport and service 
personnel, and be mindful of belongings. 

 
 

Security Check-Point 
 
After check-in is complete, travelers should proceed to the security check-point. It is imperative 
that travelers not joke around during security procedures, especially about weapons or bombs. 
Travelers should listen to instructions at all times and move expeditiously. All liquids in carry-ons 
should have been previously packed in appropriate size containers within a quart-size zip-lock 
bag. TSA instructions are posted on the airline’s website, and should be reviewed prior to travel; 
however, individual airport processes can be different. All travelers should remain calm and 
courteous throughout the security check-point process.  

Group leaders should have their co-leader go through the security check-point first and find an 
out-of-the-way location where the team can gather after going through security. The team leader 
should be the last person in the group to go through security. Remind the group that they are to 
remain together at all times. Travelers may be subject to physical searches and bag searches. If 
a group member is sequestered for any reason, group leaders should request to wait with or 
nearby the group member being sequestered. 

 
Departure Gate 
 
After travelers pass the security check-point, they should proceed to the designated departure 
gate. Someone from the group should stay at the gate at all times in case there are any changes 
announced regarding the flight. Travelers should not leave the terminal while waiting for their 
departure. Upon arrival at the departure gate, all travelers should be made aware of the time the 
flight is scheduled to board and be at the gate at least 30 min prior to the boarding time. Travelers 
should be prepared for long periods of waiting at departure gates. Groups can take advantage of 
this time with group discussion/debriefing.  

In some cases, it may be wise to exchange money in the terminal where the departure gate is 
located. Money can also be exchanged at the arrival gate or at a bank in-country. Travelers should 
talk with their in-country contact to determine the best time and place to exchange money.  
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On the Plane 
 
This first step toward the final destination will prove to be very exciting, especially for first-time 
travelers. Young adults in groups sometimes express their excitement in a manner that is 
inappropriate on a plane with many other people from different cultures, so the following 
expectations for courtesy should be kept in mind:     

 Always act in an appropriate manner, and be considerate of other travelers.   

 Don’t be loud and obnoxious, but keep voice levels down as a courtesy to other travelers.  

 Due to sensitivity of travel to certain countries, be careful how you communicate the 
purpose of your trip with fellow passengers. 

 Take something with you to keep you occupied during longer flights (e.g., book, journal, 
playing cards, etc.). 

 Don’t sit for the entire plane ride. Get up and stretch and walk around the plane 
occasionally to keep the blood circulating in your legs. 

 Stay hydrated—drinking sodas is not recommended as they do not properly hydrate you; 
instead, water or juice are better options. And be sure to eat the meals provided on the 
plane as they will nourish you and get you adjusted to the new time zone you will be 
landing in.  

 If you do not have a direct flight to your final destination, you may be required to disembark 
the plane in another country while the plane is cleaned/refueled, or to catch a connecting 
flight; any questions should be directed to a flight attendant. You may be given an in-transit 
card and directed to a transit passenger lounge until it is time to re-board your flight. 
Always carry tickets and passports, even if you are told you can leave carry-on bags on 
the plane.   

 Prior to arrival at the final destination, travelers will be given a disembarkation card by the 
flight attendant. Each traveler will need to complete this form on the plane, and it will later 
be submitted to an immigration official at disembarkation. It is important that this form be 
completed accurately. This is important information to obtain from in-country contacts prior 
to departure. Group leaders may want to complete the form first and then distribute it to 
group members to avoid any mistakes. Information on disembarkation cards includes:  

o Passport # 
o Reason for visit to country (tourism, study, etc.) 
o Address of your housing location 
o Group leaders may be carrying a large amount of cash; this should not be 

“declared” as it is not for personal use but part of the group’s expenses 

 
Immigration  
 
Prior to arrival at the final destination, travelers should have been given a disembarkation card by 
the flight attendant—if not, the form is available at the Immigration check-point (see information 
above regarding the disembarkation card). Group leaders may be carrying a large amount of 
cash; this should not be “declared” as it is not for personal use but part of the group’s expenses. 
 
After disembarking the plane, the group will proceed to the immigration counter where your 
passport (and visa if applicable) will be reviewed by an immigration officer. You will likely be asked 
a few questions, particularly about the purpose of your travel. Be sure to speak clearly and 
succinctly to the officer.   
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It may be advantageous for groups to file in the same line with the group leader at the end. If the 
group is too large to take this approach, decide in advance how the group will be divided. Be sure 
to have the co-leader go through immigration first and find an out-of-the-way location for the group 
to gather once they clear immigration. The group should not leave this area until everyone has 
cleared immigration. The group leader should be the last person to go through immigration. 

Some reminders for this stage of travel include: 

 Be calm, quiet, and respectful while in lines. 

 Do not take pictures or engage in any foolish joking about drugs, bombs, or smuggling. 

 If asked questions by airport security officers, don’t ramble but answer succinctly. 

 Groups should stay together at all times. 

 
Baggage Claim 
 
After clearing immigration, travelers should proceed to the baggage claim area to collect any 
checked baggage. Be sure to have the baggage claim check tags available. Try to secure luggage 
carts if they are necessary and available. It is usually best to put the luggage on as few carts as 
possible.  

 
Customs 
 
Following baggage claim, travelers will proceed to the customs area. There will be two different 
sections, usually marked by the colors red and green. The red line is for people who have items 
to declare, and the green line is for people who have no items to declare. If travelers do not have 
any items which will be left in the country, proceed to the green line. If travelers have items being 
brought on behalf of the host/in-country contact, be sure to ask in advance how to handle these 
items at customs. 

 
At the Arrival Airport 
 
After clearing customs, travelers will proceed to the airport terminal and meet the in-country 
contact. In many airports around the world, travelers will be surrounded by people who want to 
assist with baggage as unofficial porters. It is best to avoid these as security risks. Be sure to stay 
together as a group until you have located the in-country contact and receive further instructions. 
If the in-country contact person is not at the arrival gate, remain calm and wait for a pre-
determined amount of time before attempting to make alternative arrangements for travel. 
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Meeting the In-Country Contact Person 
 
By this point, travelers will most likely be physically exhausted; on the other hand there will be an 
even greater sense of excitement. It is important for the traveler to keep the following things in 
mind at this point in the journey:  

 Be sure to greet the in-country contact warmly, respectfully, and with a smile. 

 Listen to the in-country contact’s instructions carefully and ask questions when 
appropriate. 

 Travelers may need to exchange money prior to leaving the airport, but it may be better 
to wait to do this at a local bank. The in-country contact will help travelers know when the 
best time is to exchange money.  

 Upon leaving the airport, travelers will no doubt be bombarded with new cultural 
surroundings. This, however, is not the time to start taking pictures or videos. Travelers 
need to move quickly and according to the in-country contact person’s instructions.  

 It is important for group leaders to be particularly aware of everyone in the group during 
these transitions. Instruct group members ahead of time to not ever wander off from the 
group to use the bathroom, go into an airport shop, etc. during transitions. 

 Depending on the size of the group and the transportation arrangements that have been 
made, the group may need to be broken up into smaller groups. The group leader would 
be wise to think through this ahead of time and assign responsible group members to be 
in charge of the particular group they are with. In a country where English is not the 
commonly spoken language, ask the in-country contact to write down the group’s 
destination address and phone numbers. This information should be distributed to each 
group member.    

 
Notifying the GEO of Arrival 
 
As soon as it is conveniently possible, independent travelers and group leaders should email or 
call the GEO and leave a message indicating news of arrival. 

 
Adjusting to New Climate & Time Zone 

Depending on the time of day your group arrives, it is important for you and your team to begin 
intentionally adjusting to the new climate and time zone you are now in. Taking a nap after your 
arrival will only make it more difficult to adjust, so be sure to stay awake until a reasonable bed 
time. The climate may also be different from what your bodies are familiar with, so be sure to 
plan accordingly prior to your arrival.   
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In-Country Operations 
 

 
The following guidelines are written from the perspective of international group travel, but apply 
to all individuals participating in Education Abroad programs as well.  
 
 
Communication with In-Country Contact Person 
 
Most faculty/staff leaders will work with an in-country contact person during the program. 
Communication with this person leading up to the arrival of the group in-country will have been 
via email or Skype, but now the communication will take place in-person. One of the most 
important first steps to good communication is the demonstration of a servant-learner attitude. 
Affirm with words and actions that the group has come as servant-learners, and express 
appreciation for the work the in-country contact person has done on the group’s behalf. 

Soon after arrival, the group leader should schedule a meeting with the in-country contact to 
confirm the details of the program itinerary. The contact may want to have a meeting with the 
entire group, but attempts should be made to have a preliminary meeting first before group 
orientation. The following are some of the important items the group leader should discuss in this 
meeting: 

 Reiterate the group’s purpose for the trip. 

 Review documentation (i.e., schedules, budget, etc.). 

 Secure group valuables (ask where tickets and passports can be kept securely and have 
group members carry on their person a photocopy of their passport/visa at all times). 

 Make cash transactions (if necessary) and be sure to keep receipts from major financial 
transactions (e.g., when you exchange money, when you pay for housing, etc.); and if 
necessary write a receipt which includes a description and the date of transaction. 

 Discuss safety and emergency procedures (i.e., location of the closest medical facility, 
important phone numbers, how to make an international call, etc.). 

 Have the in-country contact write down the housing location address and phone number 
where the group will be staying and in the language of the host country (this information 
should be duplicated and distributed to each group member to keep with them at all times).  

 Review culturally sensitive issues. 

 Review the program schedule and expectations of the group. 

 
Daily Schedule 
 
In order to function properly, each group member will need to understand the daily routines in 
which they will be expected to participate. The following are some items to include in the regular 
daily schedule: 

 Prayer & Devotions as a group 
 

 Daily Briefing – this would be a brief time, after group prayer and devotions, to go over the 
schedule with reminders of safety/security/conduct guidelines 
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 Evening Debriefing – this should be done every evening as a group (an easy way to do 
this would be to have everyone share their personal “high” and “low” from the day—leaders 
should be sensitive to those less inclined to share, but also be sure to allow time for each 
group member to share rather than having  more verbal members talk excessively) 
 

 Journaling – leaders should strongly encourage group members to keep a daily journal of 
their experience (daily journaling will help students prepare for the group debriefing time 
at the end of the program)  

There may be times that the faculty/staff leader needs to make adjustments to the trip itinerary or 
a particular day’s schedule in order to care for the wellbeing of the students. Leaders will check 
in with all participants on a regular basis to make sure they are doing well mentally, physically, 
emotionally, and spiritually. 

For the safety and security of all participants, group leaders should not allow individual students 
to leave the housing location premises alone; rather, students should travel in groups of two or 
three and should always notify the faculty/staff leader when leaving or returning from a particular 
location. Faculty/Staff leaders are expected to know the whereabouts of participants at all times. 

If possible, group leaders and students should carry cell phones with them that have been 
programmed to work in the country where the group is traveling. If it is not possible for each 
individual to carry a cell phone, a cell phone should be available per-group. A list of important 
phone numbers should also be carried by each group member at all time. 

 
Dress Code 
 
All travelers must understand that what might be appropriate dress in the US may not be 
appropriate within the culture where they are traveling. As such the following standards apply to 
most Education Abroad programs—be sure to coordinate with organization hosts and/or in-
country contacts for additional information: 

 Tank tops, tight-fitting clothing, plunging necklines, short skirts and midriffs are not 
permitted 

 Swimwear should be modest: one-piece for women, and modest shorts for men; both 
men and women may be asked to wear t-shirts as well; depending on the culture where 
you will be staying 

 Additional guidelines regarding body piercings and tattoos may be enforced depending 
on the host culture  
 
 

Team Debriefing  
 
Processing an Education Abroad program experience is one of the most important responsibilities 
a faculty/staff leader will have. If debriefing is not made a priority, it could potentially undermine 
all of the positive life experiences. Group leaders should schedule a daily debriefing, as well as a 
more extensive debriefing session at the end of the program. If forced to choose between another 
program activity and the final debriefing session, choose to debrief the group. The setting and 
timeframe for a group debriefing session is important, so group leaders should plan accordingly 
in order to maximize this time with participants. 

The following is a simple debriefing outline that may be used at the end of a program: 
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 List the top 10 memorable moments from the trip, and share it with the rest of the group. 

 Select the top 3 memorable moments from the list of 10, but include with each of the 3 a 
key theme that surfaced from that experience, and share the 3 themes with the group.  

 From the top 3 memorable moments, choose one and write a one-sentence personal take-
away statement related to that experience, the associated theme, and the program as a 
whole. In addition, write an action step related to the take-away statement.  

 Share the take-away statement & action step with the rest of the group. 

There will also be specific course-related debriefing questions for academic courses that faculty 
leaders will want to include in the debriefing session at the end of the program. Some additional 
debriefing discussion questions group leaders may want to include are: 
 

 What did I think/assume/expect before vs. after the trip? 

 How has this experience helped me better understand God, myself, the world, etc.? 

 How will this experience inform my field of study when I return to campus? 

 What did I give and what did I receive on this trip? 

 Who was I before the trip and who am I now? 

 What changes need to be made in my life when I return home? 

If applicable, group leaders may find it helpful during the debriefing session to review the IES 
assessment tool the group took prior to departure. 

Closing with a time of prayer together as a group is a good way to end your debriefing session.   
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Emergency Preparedness & Crisis Management 
 

 
The IWU Office of Risk Management and Compliance may provide information directly to 
faculty/staff leaders regarding emergency preparedness and crisis management prior to 
departure, and will provide it to all independent travelers as well. It is important that these policies 
and procedures are reviewed by all participants prior to travel. 

IWU requires pre-departure cultural orientation and travel health and safety orientation for all 
students, faculty, and staff who participate in in Education Aboard programs. Orientation 
workshops are offered during the Fall and Spring semesters.   

Faculty/Staff leaders are responsible for decision-making when faced with emergencies, and must 
communicate the GEO (as they are able to) during these situations. They are also responsible to 
disseminate the Travel Health and Safety information found in the approved videos (contact GEO 
for details). It is impossible to prevent or to plan for all possible emergencies; however, general 
emergency preparedness and awareness will assist with prompt and wise responses.  
 
Examples of Emergencies  
 Physical/sexual assault   Disappearance 
 Kidnapping     Robbery 
 Serious physical or emotional illness  Hospitalization 
 Serious accident    Terrorist threat or attack 
 Uprisings, political crises   Arrest of a student or any legal action 
 Major natural disaster    Major changes in the host organization 
 
Faculty/Staff Leader Response 

 Student safety takes precedence 

 Do not overreact or panic 

 Follow the IWU International Travel Emergency Procedures provided by the Office of 
Risk Management and Compliance  

 Document crisis situations so that accurate reports can be submitted 

 Be sure to communicate with the GEO as soon as possible during/after a crisis situation 

 Be sure to carefully manage student communication back home during a crisis situation  

 Faculty/Staff leaders will be reimbursed for all expenses relating to an emergency 
 
Additional Tips for Mitigating Risk   

 Discuss emergency procedures with the group before departure, and reiterate these 
procedures after arrival  

 Know where the closest hospital or clinic is located, and know what the emergency 
procedures are for the group’s location 

 Be sure everyone in the group carries on their person at all times the contact information 
(name, address, and phone number), written in the dominant language of the travel 
country 

 Have the group carry cell phones that are capable of making international calls 

 If the group breaks up, keep the group in groups of at least 2—3 

 If someone is hospitalized, have someone from the group stay with them at all times 
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Behavioral Standards, Disciplinary Issues, and Conflict Resolution 
 

 
Faculty/Staff leaders and students are expected to abide by all IWU policies and procedures, 
including community standards and policies, whether they are on-campus or off-campus (as 
outlined in the Employee Handbook and the Student Handbook). Faculty/Staff leaders should 
communicate any additional behavioral expectations and/or course code of conduct guidelines 
with students prior to departure.   
 
Faculty/Staff leaders and students are also required to conform to cultural standards and laws of 
the host country and local jurisdictions. If the Education Abroad program is attached to another 
organization, IWU personnel are responsible to follow the conduct policies set by both 
institutions.  
 
Violation of conduct may result in immediate dismissal from the program at the participant’s 
expense with no guarantee that academic credit will be awarded or money refunded. Participants 
should be aware that agreement to comply is part of the IWU Assumption of Risk and Release 
from Liability form they sign prior to departure, as well as the community behavior statement that 
IWU students sign.  
  
Disciplinary issues and/or  student life behavioral violations must be reported to the GEO and the 
Dean for Student Conduct. 
 
 
Dealing with Behavioral Problems 
 
Minor Issue 
 
Issues not serious enough for immediate dismissal, but having a negative impact on others and/or 
the program, include: failure to respect others, conflict with others, regular tardiness, negative 
attitudes, cultural inappropriateness, etc. This behavior should not be allowed to continue 
because it can escalate into major problems quickly, and impacting the morale of others and the 
atmosphere and purpose of the trip. 
 
Steps for resolving minor issues include: 

1. Discuss individually with the participant(s) involved 
2. If necessary, debrief with the whole group 
3. Feel free to call the GEO for assistance in dealing with behavioral problems 
4. Create and maintain a written record of all observations and conversations with the 

participant; be sure to let the participant know his/her actions are being documented 
5. If the behavior persists, it may be necessary to dismiss the participant from the 

program 
 
Major Issue:  The faculty/staff leader has the authority to immediately dismiss participants from 
the program. In the event of a participant’s dismissal from an Education Abroad program, the 
GEO must be contacted and assist with travel arrangements. The faculty/staff leader should 
monitor the participant until through airport security to the next location as arranged with GEO; at 
no time should a participant be left alone. Keep in mind that IWU personnel are required to report 
any criminal activity that occurs as a part of an IWU sponsored program or activity.   
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 Examples of major behavioral issues: conduct which is in violation of IWU behavioral 
 standards; violation of a GEO policy/procedure; breaking the law of the U.S., Indiana, or 
 host country; violating the customs of the host country, community, institution, or 
 program; destruction of property; placing others in danger to health or safety; repeated 
 infraction of program rules; behavior for which the student has been previously warned 
 in writing. 
 
 Steps for Resolution: 

1. Investigate thoroughly and keep detailed documentation. Inform the participant in 
writing of the violation. 

2. Report disciplinary problems to the GEO and the Dean for Student Conduct. 
3. Inform the participant in writing of any action decision. 
4. If necessary, dismiss the participant from the program and return them to US (at the 

participant’s expense). 
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Post-Program Responsibilities 
 
 
 
Students who participate in Affiliate Semester Abroad Programs will be contacted by the GEO for 
a post-semester interview and evaluation upon their return to campus during the following 
semester; seniors will be sent information via email.  

 Submit a Participant Education Abroad Program Evaluation (provided by the GEO) 

 Participate in the “Welcome Back!” event 

 Consider participating in other GEO events 
 
There are a number of important responsibilities for faculty/staff leaders to fulfill after they return 
from an Education Abroad program. These responsibilities include: 

 Grade Assignments (for academic programs) 

 Submit final grades (based on the term deadlines in which the course(s) took place) 

 Debrief meeting with GEO staff 

 Reconcile budget 

 Organize receipts and financial log 

 Return receipts and unused cash to Student Account Services  

 Submit Faculty/Staff Leader Education Abroad Program Report to the GEO 

 Submit Faculty/Staff Leader Education Abroad Program Evaluation  

 Participate in the “Welcome Back!” event 

 Consider a reunion with your students at the beginning of the next semester to: 
o Reminisce about the program (share photos, stories, etc.) 
o Discuss what the group has learned/processed since returning 
o Review the IES (if applicable) 
o Review the program evaluation and feedback (if applicable) 
o Review the What’s Up With Culture? debriefing material: 

http://www2.pacific.edu/sis/culture/  
o Ask students to assist with promoting the program the next time it is offered  

 
 

 

  

http://www2.pacific.edu/sis/culture/
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APPENDIX A – Global Service Learning Trip Proposal Form 
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APPENDIX B – Travel Class Proposal Form 
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APPENDIX C – Intercultural Field Trip Proposal Form 
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APPENDIX D – Semester/Summer Abroad Program Proposal Form 
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APPENDIX E – Site Review Form 
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APPENDIX F – Statement of Intent Form 
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APPENDIX G – Semester Abroad Academic Advising & Registration Forms 
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APPENDIX H – Off-Campus Independent Course Registration Form 
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APPENDIX I – Global Studies Grant Application Form 
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APPENDIX J – World Changers Scholarship Application Form 
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APPENDIX K – Approved Travel Agencies 
 

 

Faculty/staff leaders should not attempt to make travel arrangements on their own but should plan 

their trip with a reputable travel agency. The following travel agencies have been vetted by the 

Global Engagement Office: 

 

 

Howell Travel & Cruises  

Ron Walker    

ron@howelltravelandcruises.com 

(517) 546-8880 
 

 

Fellowship Travel International 

Anna-Lisa Todd 

atodd@fellowship.com 

(804) 550-0121 

 

 

Raptim Humanitarian Travel 

ServeTeam2.us@raptim.org  

(844) 882-3233 

 

The Travel Society   

Terry Caggiano   

TerryCagg@comcast.net 

(303) 690-0356 

 

 

Golden Rule Travel 

Patrick Miller 

Patrick@goldenrule.com 

(330) 893-1502 

 

 

World of Travel 

Emily Meyer 

Emily@worldoftravelinc.com 

(651) 287-4006 
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APPENDIX L – Helpful Websites 
 

 

 

CDC     www.cdc.gov/travel/  

 

Currency/Exchange Rate  www.oanda.com/converter/classis 

 

Entry Requirements/Visas  www.traveldocs.com 

 

Green Passport Program  www.greenpassport.us/ 

 

Info for students      www.studentsabroad.state.gov/ 

 

Internet Guide of Hostelling  www.hostels.com 

 

NAFSA Health & Safety Committee      www.nafsa.org/resourcelibrary/default.aspx?id=16949   

 

Passports    www.travel.state.gov/passport 

 

US State Department   www.travel.state.gov 

 

SIM Cards (Phone)   www.platform3000.com 

 

State Department Travel Warnings www.travel.state.gov/travel_warnings.html 

 

STEP     https://step.state.gov/step/ 

Travel Alerts    www.travel.state.gov/travel/cis_pa_tw/pa/pa_1766.html 

 

U.S. Embassies    www.usembassy.state.gov 

 

Visas     www.travel.state.gov/visa/visa_1750.html 

 

Weather channel   www.weather.com/common/welcomepage/world.html 

 

What’s Up With Culture?  www2.pacific.edu/sis/culture/ 

 

World Health Organization  www.who.int 

  

http://www.cdc.gov/travel/
http://www.oanda.com/converter/classis
http://www.traveldocs.com/
http://studentsabroad.state.gov/
http://www.hostels.com/
http://travel.state.gov/passport/ppt_card/ppt_card_3926.html
http://www.travel.state.gov/
http://www.travel.state.gov/travel_warnings.html
http://travel.state.gov/travel/cis_pa_tw/pa/pa_1766.html
http://www.usembassy.state.gov/
http://travel.state.gov/visa/visa_1750.html
http://www.weather.com/common/welcomepage/world.html?from=globalnav
http://www.pacific.edu/sis/culture/
http://www.who.int/
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APPENDIX M – Approved Affiliate Semester Programs  
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APPENDIX N – MOU Between IWU & In-Country Partnering Organization  
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APPENDIX O – Education Abroad Program Budget Worksheet 
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Appendix P – Fundraising Ideas 

 
 Sell some of your possessions 

 Get a temporary/part-time job, and begin a savings account for your travel 

 Offer to do odd jobs for people (e.g. rake leaves, clean out gutters, paint a room, shovel 

snow, mow a lawn, etc.), and let people know that the money is going towards your 

education abroad experience 

 Offer to babysit your professor’s kids so that they can have a date night; or ask your 

church about coordinating a Valentine’s Date Night for couples in your church – ask your 

friends or the group members to help! 

 Ask others to donate to a garage/yard sale that you run, proceeds to go to your program 

expenses 

 Coordinate a bake sale, flower sale (esp. around February 14th!), t-shirt sale, craft items, 

specialty donuts, etc.; check out student life events and find out if you can have the 

fundraising event during a special event 

 Host a dinner or dessert reception at your home church, or at a friend’s house (ask 

first!). Ask people/businesses/restaurants to donate the food and take up a love-offering 

as well. Share your plans/testimony, and what God is calling you to do! 

 Host a “battle of the bands,” and take up a love-offering 

 Do a bike-a-thon, walk-a-thon, or some kind of athletic/exercise event and have people 

sponsor the participants 

 Coordinate a dorm “penny war” 

 Ask for tie donations (especially from professors!) and have a Tie Auction in McConn 

 Collect aluminum cans and turn them in to a recycling center 

 Write a prayer and financial support letter to friends, family members, and your home 

church (note: see Appendix F for guidelines) 

 

NOTE: All fundraisers for IWU sponsored events must be approved. The 

proposal/approval form can be found on the MyIWU Portal page under Student 

Development. If you have questions or need assistance, contact the GEO. 
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Appendix Q – Support Letter Instructions for Global Service Learning Teams 

 
 The letter should be personal (as opposed to being formal) 

 Write about what God is doing in your life right now and why you believe God wants you 

to participate with this Global Service Learning Team 

 Tell about WHO you and your team will be working with (i.e. organization name), 

WHERE you will be serving (i.e. city and country), WHAT you will be doing (keep this 

brief and succinct), and WHY this type of ministry is important in that part of the world. 

 Do not get too wordy; be clear, concise and to the point 

 Make the direct ask related to prayer and financial support 

 Keep the letter to no more than one page 

 Consider including a photo in the letter 

 Be sure to check for grammatical errors, flow of the letter, and the overall appearance; it 

is best to have at least one person proofread it critically to help you! 

 Write a personalized note on the bottom of the letter 

 Say in the letter that you will be following up (in person or by phone) a week or so after 

they receive your letter in order to answer any questions they may have about the trip 

 Use a response form  (see example below) and return envelope (stamped and 

addressed) that is easy for people to use 

 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Response Form (sample) 

_____ YES! I/we would like to partner with you and what God is going to do in and 

through your life in (NAME OF COUNTRY) this Spring Break/Summer. Enclosed is 

my/our financial gifts of $ _________________ . We commit to praying for you. 

NAME: _______________________________________________________________ 

ADDRESS: ____________________________________________________________ 

Email (optional): ________________________________________________________ 

 

NOTE: All donations are tax deductible and should be made out to Indiana Wesleyan 

University. Please mark “Global Service Learning Team” in the memo line, but do not 

write my name on the check. Checks and response forms should be sent to: [NAME]  

[ADDRESS of STUDENT], and will be deposited into my student account. 
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Appendix R – Support Letter Template for Global Service Learning Teams 
 
 

Date 

Dear _________________, 

I am excited to share with you about an opportunity I have this year to go on an Indiana 

Wesleyan University (IWU) Global Service Learning Team to [name of city/country]. 

Global Service Learning Teams are programs through IWU which partner with different 

Christian mission organizations in sending students all over the world each year to love 

and serve people in Jesus’ name. The organization my team will be partnering with is 

called [name of organization] and their mission is to [organization’s mission/purpose 

statement]; you can read more about them here: [link to organization webpage]. More 

specifically, what our team will be doing in [city and country name] from [dates of trip] is 

[brief description of the team’s ministry; use concise language, even bullet points]. 

I have prayed about this opportunity and I believe that this is something God wants me 

to do, and I know that God is going to provide the $________ I need to raise in order to 

go. I have already begun to save money and do some other fundraising projects with 

my team, and to date I have $_________ in my account, but as you can see, I have a 

ways to go; thus my reason for writing you today. 

First, I want to ask if you would be willing to pray for me and the team as we embark on 

this journey. I have a goal of recruiting [number] prayer partners who will covenant to 

pray for me and my team before, during and after our trip – I would love for you to be 

part of that prayer team. Secondly, I ask you to willingly and prayerfully consider 

contributing financially to this mission endeavor. If so, I have enclosed a response form 

and return envelope for your convenience. 

Thank you for considering this. I look forward to sharing with you what God does in and 

through my life as a result of this experience. 

 

In Christ, 

[Your name here] 

[Personal hand-written note here] 
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Appendix S – Cultural Insurance Services International policy 
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Appendix T – IWU Travel Petition 
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Appendix U – Assumption of Risk & Release from Liability (US-Domestic) 
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Appendix V – Assumption of Risk & Release from Liability (International) 
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Appendix W – International Travel Emergency Procedures  
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Appendix X – Confidential Traveler Health Form 


